1500 - GENERAL SERVICESDIVISION DIRECTOR

NATURE OF WORK

An advanced professona management, work planning and directing the activities of the Generd Services
Adminigration. Respongble for directing and supervisng diversfied divisond operations including
adminidration, condruction management, telecommunication, property management, central services,

computers operations, purchasing and fleet management. Emphasisison assuring the provison of avariety
of servicesto City departments, division, and committeesin an economica and efficient manner, monitoring
divisona operations to produce maximum productivity a minimum cost, and establishing objectives for
departmenta operations and measuring results. Exercises an extengve degree of origindity, resourcefulness,
initigtive, ingenuity, judgement and professiond manageria knowledge in formulating departmenta policies
and in directing diversfied departmentd activities.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Directs and supervises the operation of diversfied divisond operations through subordinate executives,
providing avariety of servicesto City departments and divisons and in some cases municipdities.

Coordinates various phases of departmenta operation to eliminate duplication of services and produces
maximum cogt effectiveness.

Assgnsprojectsto variousdivisonsfor eva uation and devel opment of recommendationsfor new programs
or improvements in existing programs.

Coordinates departmental operations with other City departments, Assistant City Managers and the City
Manager's Office.

Reviews exiding financid, adminigtrative and budgetary policies and modifies, updates and revises as
necessary to enhance the efficiency and effectiveness of departmental operations.

Evaluates departmentd programs and assessestheir effectivenessin meeting the needs of City'sdepartments
divisons, and committees, evauates future needs and directs the development of plans to provide for
required future services.

Reviewsand approves congtruction contracts, disbursements, divisiona and department budgets, capita
expenditures and new department programs; andyzes expenditures to assure maximum productivity at
minimum cost.

Reviews exiging organizationd patterns, work relationships, space utilization, datareporting systems, steff
respongibilities and structures the organization of the department to effectively achieve organizationa
gods.

Makes decisions regarding hiring, discipline and promotion of subordinates, reviews performance reports
prepared by subordinates and rates employee performance; exercises authority for departmenta
personnd actions congstent with collective bargaining agreements, City personnel rules, and al other
gpplicable rules and regulations.

Performs related work as required.
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KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of the principles of generd management, public and businessadminigtration, and their
goplication to governmenta adminigration.

Extengve knowledge of materid and property management and acquisition principles and practices.

Thorough knowledge of the policies and procedures used in budget preparation, justification, monitoring
and reporting.

Thorough knowledge of applicable State, Federa and City laws, rules, regulations, and ordinances
pertaining to departmental operations, and to financia records of City departments.

Condderable knowledge of the principles of public personnd administration and of City personnel policies
and procedures, or the ability to acquire such knowledge.

Congderable knowledge of basic accounting principles, practices and procedures and their application to
governmental computerized accounting systems.

Cong derable knowledge of supervisory principles and practices.

Considerable knowledge of the principles and practices of modern office administration.

Congderable knowledge of the use of data processing and cost accounting systems.

Knowledge of public rdations principles and techniques.

Condderable knowledge of inventory control and City procurement and requisitioning procedures, and the
ability to analyze and recommend improvements in such procedures.

Ability to supervise agaff of subordinate employeesin a manner conducive to full performance and high
morde.

Ability to exercisejudgement and discretion in devising, ingtdling, and interpreting rules, regulaions, policies
or procedures.

Ability to initiate and ingdl adminigtrative policies, programs, and procedures and to evaduate ther
effectiveness.

Ability to delegate authority to subordinates necessary to complete respongibilities in various management
functions.

Ability to edablish and maintan effective working relaionships with other employees, supervisors,
department officids, officids of other agencies, and the generd public.

Ability to expressideas and information clearly and concisaly, both verbaly and in writing.

Ability to train employees and subordinates in the related areas of specidization.

Ability to discern and extract pertinent factsfrom verba and written guidelines, policies, and proceduresand
apply them to avariety of problems.

Ability to evauate adminigrative operations to determine if departmenta goa's and objectives have been
met.

MINIMUM REQUIREMENTS

Graduation from an accredited college or university in business, public or government administration with
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cons derable management experience in Procurement, Computers, Communications, Fleet Management,
print and mail shops, and Property Maintenance. Experience can subgtitute for education on a year-for-
year basis.

PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physica capability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,
cdculaor, copier, and fax machine. Significant walking, climbing, bending, knedling, and stooping common
at condruction sites, factory and plant tours during visits, ingpections and reviews.
SUPERVISION RECEIVED

Work assgnments are received from and work product isreviewed by the Executive Assstant to the City
Manager. Significant independent judgement is used in problem solving and report preparation.

SUPERVISION EXERCISED
Directs the activities of the Procurement, Fleet Management, Property Management, Construction

Management, Computers and Communications and Centra Services Divisons.
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